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NOT DELIVERED” WITHIN FIVE DAYS RETURN TO 


Ma 2m OGHENSTEIN, 


INSURANCE, 
( Notary pustic ) 


112 FULTON ST., NEW YORK 


He 


_peference to Dr. Pick's medal on page ies. cs dhghed 
There are as usual several slips in the text = 


wt they are net such as would be apparent . | 
to the dasual observer. Unfortunately the eee 
‘proof Was. not returned to, me for correction. 
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Very truly- yours, Sete, 


’ Seoretary. 
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‘Dens Sirt Pees i: St ae ee a 
hae Ki?) “f teke pleasure in sending you oom ee, 
under sacatake cover, & copy of the : as Aen ial fe 
issue of the Numlematist. You will find ia I yeh 


ALPHABETICAL FILING. = geek 


4. ftece ic the tie a set of Guide Cards indexed with the sub- 
divisious of che alphaper, For a s:ngie file use 25 guides indexed from 
Ato Z. For ‘arger outits we can supnly guides alphabetically supe 
divided in:a sets o. all sizes { om 40 to 8000 zi to Z, provided the quantity 
isa multigis of 20, as af %0, 40 100, etc. For such outfits we suggest 
the use of 40 guides to >? ct file. 

9, WW nite ALS: a me of firm, Nndividual or subject on the folder 
using a separate © ~*>~ tov eack. bcading, index said apeider ne placing it 
between the aly phabe- - guide. 


NUMERIOAL INDEXING 


8. Place i: the file a set of guide cards Shed from 10 up in 
intervals of 10, (Othex systems furnished wren required.) 

ee SOLS Necpurate: folder for each firin, individual or subject, 
Number all folders consecutively then file « sem between the above 


- mentioned guides. 


5. Asakey to t.e numbered folders, uso 1 Globe-Wernicke Card 


Cabinet with alphabetically indexed guide carde .nd a separate record 
card for each party having a folder. (Sample tard especially, printed 


for this purpose will be iurnishad on application.) 

Norge—It is very simple to cross-index any ee the folders by 
using extra ca:ds bearing the folder number and filed under titles 
pertaining to the subject, 


TRANSFERRING, - 


6. Be sure you enter the date you began using this system, either 


on this folder or on a separate card, 


; 7, Transfer each folder as it becomes bulky by removing contents 
anc placing it in a transfer folder which in turn is placed in a transfer 
case numbered from1l up. Under ‘‘Record of Transfers’? be sure to 
enter the date and transfer case number. ~ 

8. It is sometimes desirable to transfer all the file at once, in 
which case remove all the guides, folders and contents, placing themina 


_ Vertical File Storage Transfer Case, then put a new set of guides and 
folders in the cabinet. 


Cpa re SUGGESTIONS. 


The best results are obtained by attaching to all letters the tissue 
copy of yourreply. This facilitates reference, » : 
= Folders are furnished in medium and heavy. weights, For satis- 
faction and economy we recommend the use of heayy weight which wear 
well and easily stand vertically in the files, 
Do.not permit your supply ot folders to become exhausted, They 


Se ee : 


"New York City, Boston, Chicago, London. © = 
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3 _ may be procured from our Agents in aillarge cities orour Drench stores in a ieee 


MONTH DAY | YEAR 


| Began using system | 
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“This folder belongs. in en le ne PE te 


The preceding folder of this number is in Transfer Vol. Now C 


“THE RECORD OF TRANSFERS 


May be kept on the usual card or the form below or 
both may be used. 


NUMBER 


MONTH DAY | YEAR | NUMBE 
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